2021-2022 INVOICE FORM

King County Accounts Payable ONLY
0 Purchase Order # / CPA#: O
Performance, Strategy and Budget Supplier Name: 0
Chinook Office Building Supplier#: 0
401 Fifth Ave, Suite 810 Supplier Pay Site: ACH
Seattle, WA 98104 QEV W E_$ - HR‘V E Remit Address: g
Organization: 0 % 1 Invoice #:
Attn: 0 Kmkgw Amount to be Paid:
Email or Contact: 0 Note to AP:
Address, Line 1: 0 Remit Description:
Address, Line 2: 0 Internal contact & phone:
DUNS #: 0
Program ID: CPA # PSB Contract #: Grant/Contract Period CCR/CAGE # Federal CFDA #
0 0 0 0 21.027
Invoice Type/Frequency (select one): Quarterly Invoice Service Period:
Eligible Expense Category Budget A: This Invoice/ B: Prior Payments A+B: Cumulative Remaining
Amount Reimbursement Request Through This Invoice Budget

Salaries

Fringe Benefits

Equipment (> $5,000 per unit)

Supplies

Subawards - Contracted Services

Subawards - Subrecipients

Other Direct Costs

Indirect Costs

Total

I, the undersigned, do hereby certify under penalty of perjury, that this is a true and correct claim for reimbursement of services rendered. | understand that any false claims, statements, documents, or concealment of material fact may be prosecuted under
applicable Federal and State laws. This certification includes any attachments which serve as supporting documentation to this reimbursement request. Record retention is required under Department of Treasury Guidance until 12/31/2032.

Approval By:

Date:

(Contractor Authorized signature as set forth in Contract)

Funding Sources:

KC ASD ONLY - GENERAL

Source P (0] T Budget This Invoice: Approved for Payment Prior Payments Available Balance
ARPA / CLFR (] (] (] - - -
Total: - - -
Comments:

ASD Program/Project Manager Approval for Payment

Date




CURRENT INVOICE EXPENSE DETAILS

ORGANIZATION NAME: QEVIVE éTHRNE
INVOICE PERIOD:

INVOICE TYPE: Quarterly @

REQUESTED AMOUNT ($): $0.00

PROGRAM ID: 0
FUNDING SOURCE: ARPA / CLFR

King County

INSTRUCTIONS: Itemize every expense/purchase for which reimbursement is being sought. Invoices and receipts are required for each expense at time of invoice request. Expenses without documentation will not be reimbursed

until documentation is received. Timesheets are required for salary and benefit reimbursement requests. If you have questions, contact your King County Grant Manager.

Eligible Expense Category
(Select from Dropdown List)

Expense Description

Date of Service

Date of
Transaction

Attached (Y/N)

Copies of Invoices
& Receipts

Unit Name

# Units

Cost / Unit

Total Amount

EXAMPLE OF EXPENSE ENTRY:

Salaries Employee Name (Salary Period) 5/1-5/30/2020 5/31/2020|YES Hours 40| S 65.00) S 2,600.00
Salaries Employee Name (Salary Period) 6/1-6/30/2020 6/31/2020|YES Hours 80 S 50.00| S 4,000.00
Supplies Signage 6/1/2020 6/2/2020 YES Units 5 100.00 | 5 500.00
Subawards - Contracted Vendor Name - Contracted Service 7/15/2020 7/31/2020|YES Month 5 5,000.00 | % 5.000.00
Other Direct Costs Paid Ads Facebook 7/30/2020 7/30/2020 YES Ads 12| § 1,500.00 | 5 18,000.00
Other Direct Costs Masks 8/5,/2020 8/5/2020|YES 50 Pcs-Pack 12| 5 1495 | % 179.40
Other Direct Costs Copying/printing 8/5,/2020 8/5/2020|YES Pages 100| % 0.30 | 5 30.00
Subawards - Subrecipients Subrecipient Name (month for which the sub was paid) 8/10/2020 8/31/2020|YES Month 1| % 2,500.00 | % 2,500.00
ENTER YOUR EXPENSES BELOW:

TOTAL S0.00:



PROGRAM PROGRESS REPORT

REU\VE‘$THR|VE‘
Program ID:  Click or tap here to enter text.

;ﬁ Organization Name: Click or tap here to enter text.
\ CPA#: Click or tap here to enter text.
Reporting Period: Click or tap here to enter text.

King County

1. PROGRAM PRIORITIES FOR THIS REPORTING PERIOD:
Provide a short summary or list of activities prioritized for this period.

Click or tap here to enter text.

2. PROGRAM ACCOMPLISHMENTS THIS REPORTING PERIOD:
For each program objective listed in the Scope of Work, discuss acti
organization during this reporting period. Include reporting metrics as
Qualitative). Attach relevant data as needed with this submit

Click or tap here to enter text.

3. PROGRAM CHALLENGES:
What, if any, challenges did you face during
address these challenges. If there are any
to challenges faced, please note the you

ting pehi®d and what actions did you take to
project goal(s), objective(s) or activities due

Click or tap here to enter text.

Describe how the is ensuring this program is inclusive and serving diverse community

Submitted b Click or tap here to enter text.
Date Submitted:¥ Click or tap to enter a date.

Page 1of 1



FINAL PROGRAM REPORT

REV‘VE$1H“‘“E
Program ID: Click or tap here to enter text.

;q Organization Name: Click or tap here to enter text.

ol CPA#: Click or tap here to enter text.

Performance Period Covered by This  Click or tap here to enter text.
Report:

PROGRAM OUTCOMES
What measurable and qualitative outcomes did you achieve with this grant fundia@(repoxt against
the performance indicators set in the contract/grant agreement)? What impa ink this

project has had to date? Highlight or attach success stories.

Click or tap here to enter text.

PROGRAM CHALLENGES
What, if any, challenges did you face implementing this gr what actions did you
take to address these challenges?

Click or tap here to enter text.

LESSONS LEARNED
What are the lessons you learned from™

Click or tap here to enter tex

PROGRAM EQUITY
Describe how the orfanizatighensur is program was inclusive and served diverse community
needs.

Click or tap

LITY OUTLOOKS
unds been able to support the long-term viability and sustainability of your
am?

Submitted by: Click or tap here to enter text.
Date Submitted: Click or tap to enter a date.

Page 1of 1



Subrecipient Documentation to be Reviewed and Collected

png'ﬁ$1HRNE
s

King County.

All of these documents will be collected as part of Closeout. Of note: this is a minimum
standard. For each program or project and/or King County Agency or subrecipient, there
may be additional documentation required for collection. Please refer to the governing

Ordinance and Council/local reporting requirements for the program or project.

Also, during monitoring and/or throughout the life of the program or project, the Grant Managers may review any of the
following documentation that is on-hand and may make recommendations as to the sufficiency of the documentation
available. Grant Managers will work with the King County Program Lead prior to closeout to ensuge that these

documents are readily available when needed.

Required Documents From Subrecipients:

Required Specific Examples In

Grant Agreement

Subrecipient Selection Documentation

Subrecipient v. Contractor Determination
Debarment Check Confirmation

Complete Listing of All Beneficiaries Served

Documented Selection Method for All Beneficiaries Listed

Organizational Charts/Staff Lists and Polici
or written standard operating procedure
following the most up to date gene
accounting principles

An up-to-date organization chart showing decision making
responsibilities, delineations and separation of duties,
charter or board of directors documentation, governing
documents or bylaws.

Budget/Financial Document
Overall Fiscal Office

General Ledger used to account for ARP Payments and
disbursement from such payments to meet eligible
expenses and Budget Records

Detailed and Specific In
expenditures de
Payment me

(including: Payroll, Timekeeping Records, Human
Resources Records to support costs incurred for payroll
expenses if paid)

Program Da mpleted

(matching SOW to be performed) and Beneficiary data
Between King County and Grant Recipient
If Applicable Between Grant Recipient and Subawardees

Beneficiary (pass-through) data (Documentation to
support performance outcomes of contracts,
subcontracts, grant awards)

Between King County and Grant Recipient
If Applicable Between Grant Recipient and Subawardees

Risk Assessment (Performed on Subrecipients,
Contractors, subawards, etc.)

Between King County and Grant Recipient
If Applicable Between Grant Recipient and Subawardees

Documented Monitoring Review (Performance Calls (Bi-
monthly, Monthly), Desk or Site/Virtual Reviews)
(including of the beneficiaries)

Between King County and Grant Recipient
If Applicable Between Grant Recipient and Subawardees

Quality Improvement Plans (Corrective Actions
Implemented)

If Applicable Between King County and Grant Recipient




Technical Assistance Logged

Between King County and Grant Recipient

Documented Performance Calls

Between King County and Grant Recipient

Post-Monitoring Risk Evaluation

If Applicable Between King County and Grant Recipient

Prior Single Audits on File (If applicable)

*** |f a Single Audit report is not on file for a subrecipient
and they have expended more than $750,000 during the
subrecipient’s fiscal year, obtain communication between
KC and the subrecipient where KC informed the
subrecipient of the need to have a Single Audit prepared or
the need to provide a Single Audit report to KC. Follow up
with KC to obtain the Single Audit report at a later date

Closeout Letter

Documentation of any known conflicts of interest
disclosed by the Subrecipient

Between King Count
If Applicable B

Subrecipient’s Beneficiary Documentation to be Reviewed a

Required Documents for Beneficiaries:

Grant Agreement or Application and all Amended Grant
Agreements

Approved Scope of Work

Debarment check confirmation

(Sam.gov) — Subrecipient, Contractor, Business Name and
Business Owner

Payroll, Timekeeping Records, Huma

Receipts for Purchases — Exam
purchase orders, timesheet

statements, payroll re

All documentatio

eipient. The subrecipient must
ge the sub-contract in compliance with
akd agreement with King County.

monitor and ma
the terms of the a




Monitoring Review Areas and Program Reporting
Documentation Checklist

Rngﬁéﬂ.\nw\’-

o

During the monitoring review, specific documentation to be collected includes the following. Of note: this is a
minimum standard and for each program or project and/or King County Agency or subrecipient there may be
additional documentation required for collection — please refer to the governing Ordinance and Council/local
reporting requirements for the program or project.

Areas to be Reviewed:

Contract and
Application

Documentation:

ARP work (King County and grantee)

Crosswalk with Program Documents:

-

Subrecipient Ag

Written Agreements

Agreements with other entities to carry
out activities

for related

Support all actions and expenditures

port; Bi-Monthly

activities

Organizational Chart
and Key Staff List

Organizational str
Key staff list

Records with ARP funds es Report; Grant Closeout
Substantiate all time, money hly Activity Report; Bi-Monthly
Resources people utilized for completi Expenditures Report; Grant Closeout

Organizational Chart submitted; Key
staff list submitted

Policies and Procedures

Performance

Financial Policies, procurement policies,
program documents (should include
program description, eligibility
requirements, implementation
processes, internal controls, etc.)

Pre-Award Risk Assessment
Questionnaire

ired in Contract and Scope of Work

Scope of Work; Monthly Activity
Reporting/Monthly Calls; Grant
Closeout Report

Supporting deliverables met
(milestones, deadlines, etc.)

Scope of Work; Monthly Activity
Reporting/Monthly Calls; Grant
Closeout Report

Showing all reporting requirements met
(review reports)

Monthly Activity Reporting/Monthly
Calls; Bi-Monthly Expenditures Report;
Grant Closeout Report

Supporting expenditures match reports
for periods submitted

Bi-Monthly Expenditure Report

Supporting Closeout of grant

Grant Closeout Report










Per Uniform Guidance (2 CFR, Part 200)%, Recipient definitions are as follows:

Subrecipient:

§200.1 Subrecipient means an entity, usually but not limited to a non-Federal entity that receives a
subaward from a pass-through entity to carry out part of a Federal program; but does not include an
individual that is a beneficiary of such program. A subrecipient may also be a recipient of other Federal
awards directly from a Federal awarding agency.

§200.331 Subrecipient and contractor determinations.

(a) Subrecipients. A subaward is for the purpose of carrying out a portion of a Federal award andfcreates a
Federal assistance relationship with the subrecipient. Characteristics which support the classification of
the non-Federal entity as a subrecipient include when the non-Federal entity:
(1) Determines who is eligible to receive what Federal assistance;
(2) Has its performance measured in relation to whether objectives of a Federal program were
met;
(3) Has responsibility for programmatic decision-making;
(4) Is responsible for adherence to applicable Federal pfogramsequirements specified in the
Federal award; and
(5) In accordance with its agreement, uses the Federal fufids to carry out a program for a public
purpose specified in authorizing statute, as oppesedto providing goods or services for the benefit
of the pass-through entity.

Contractor:

§200.1 Contractor means an entity thats@ceives acontract.

§200.1 Contract means a legal instrument by sthich alnon-Federal entity purchases property or
services needed to carry out the project.osfprogramyunder a Federal award.

§200.331 Subrecipient and contractor determinations.

(b) Contractors. A contragct is for'th@ purpose of obtaining goods and services for the non-Federal entity's own
use and creates a procdrement relationship with the contractor. See the definition of contract in §200.1 of this
part. Characteristicsfindicative’of a progurement relationship between the non-Federal entity and a contractor
are when the contractor;

(1) Provides the'geods ahd services within normal business operations;

(2)fProvides/similargbdods or services to many different purchasers;

(3)hNormallyioperates in a competitive environment;

(4) Provides goods or services that are ancillary to the operation of the Federal program; and

(5) Is netisubject to compliance requirements of the Federal program as a result of the agreement,

though similar requirements may apply for other reasons.

Other Definitions include:
§200.1 Pass-through entity (PTE) means a non-Federal entity that provides a subaward to a subrecipient to carry
out part of a Federal program.

1 https://www.ecfr.gov/cgi-bin/text-idx?node=pt2.1.200&rgn=div5#se2.1.200 11










Subrecipient Monitoring: SLFRF recipients that are pass-through entities as defined under 2 CFR 200.1
are required to manage and monitor their subrecipients to ensure compliance with requirements of the
SLFRF award pursuant to 2 CFR 200.332 regarding requirements for pass-through entities.

e First, your organization must clearly identify to the subrecipient: (1) that the award is a
subaward of SLFRF funds; (2) any and all compliance requirements for use of SLFRF funds; and (3)
any and all reporting requirements for expenditures of SLFRF funds.

e Next, your organization will need to evaluate each subrecipient’s risk of
a set of common factors. These risk assessments may include factors s
managing Federal funds, previous audits, personnel, and policies o
execution and oversight. Ongoing monitoring of any given subr
assessed risk and include monitoring, identification of deficien
appropriate remediation.

omplance based on

Accordingly, your organization should develop written policj r subrecipient
monitoring and risk assessment and maintain records of al ts identifying or otherwise

Also mentioned in Treasury’s SLFRF-Compliance and Rep g ance - REcipients must implement robust
internal controls and effective monitoring to ensure i 4 ontrols Best practices include®:

In addition to ti"@aformation, monitoring characteristics, objectives, and an outline of the process are found
below and should be implemented as part of the subrecipient monitoring effort, including subrecipient
monitoring review of beneficiaries or other subaward recipients.

Outline of the monitoring process:

6 https://home.treasury.gov/system/files/136/SLFRF-Compliance-and-Reporting-Guidance.pdf




e Identify high-risk program, project activity, or subrecipients: this may be completed prior to the
monitoring review, potentially through a risk assessment and completion of the Pre-Risk
Questionnaire, and will depend on program or project type, as well as duration.

e  Establish monitoring schedule: this should be done prior to monitoring review and should be done at
least once for each program or project.

e Develop monitoring strategy or plan: includes any training or technical assistance that may help to
address identified problems.

e Create monitoring review and utilize checklists: examples are provided below, whic
King County, and should be used and/or tailored to the program or project bein .

o Not all Exhibits must be used; however, as best practice use ones appli program or
project being reviewed.

e Draft monitoring issues or potential areas of weakness: review and not elative to
conducted monitoring.

e Determine and communicate corrective actions or quality improveme
areas and require necessary quality improvements be made and i i ding updates
to existing policies and/or procedures.

re adapted from

At least one monitoring review should be conducted fo ipi rior to grant closeout. This is
considered a minimum standard and, should time a i

as of weakness, provide technical assistance
ogram file for a period of five years after all funds have
been expended or returned to Treas i i er. Financial records and supporting documents
related to the award must also be,re iod of five years after all funds have been expended or

risk, establishing a i dule and frequency, establishing a strategy and/or plan, performing the
review and noting,i

<k Monitor Subrecipient (at
: Set Monitoring Schedule least once during life of the
Program)

King County Perioiim R

Assessment of Subrecipient

For each subrecipient, the monitoring review process includes:

7 FAQ Response 9.1 https://home.treasury.gov/system/files/136/SLFRPFAQ.pdf
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